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Finding the apps — add to browser favourites 

Internal Access is via StaffNet: 

https://waitematadhb.hanz.health.nz/Pages/HR/SMO-CME-

Online-Forms.aspx 

http://staffcentral.nhl.co.nz/Pages/Human%20Resources/CME.aspx  

* CME/CPD—lime green SMOs and NPs apply for CME/CPD 

https://onlineforms-northernregion.flink.co.nz/#/CME/Dashboard 

* Leave Admin—orange SMO leave manager for Admins                                               

* Approvers—purple  Approve all CME/CPD claim and request 

forms: https://onlineforms-

northernregion.flink.co.nz/#/CME/ApproverDashboard                                                                            

* SMO Leave—Teal Super User  

*Useful Links—guides and reference material           

From the Health NZ external website: 

https://www.tewhatuora.govt.nz/for-health-professionals/webmail-

and-applications     

     

   

Click on the appropriate App button and Sign into your Te 
Whatu Ora Microsoft account with your District email 
address and network password. This will take to directly to 
your Dashboard. 

If you are on a shared computer always Sign out when you have 
finished your session. 

 

Approvers are not able to amend forms. This has to be done by the 
SMO who submitted the form.  However CME coordinators are able 
to amend leave to accurately reflect the roster. 

If something needs amending, Query the form back to the SMO with 
a comment on exactly what needs amending. 

The Query action can also be used to ask a question 
of another, e.g. CME Coordinator checking with 
Operations Manager if something is OK. All comments are visible in 
the form. 
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Emolument Tax—SMOs only 

Applicable to all items under the IT category. 
The emolument tax is a tax imposed by IRD on items that have been 
paid for by the company and can be used for personal as well as 
business use, e.g. phones and computers. The rate is set by IRD, and is 
on the full purchase price. As at Mar 2024 it is 63.93% 

GST—all staff claims 

GST applies to most things in NZ including many items purchased online 

from overseas. The claim must match what is on the invoice. Otherwise 

payroll will send it back to correct.  

Note: The Inland Revenue Department require all receipts over $50 to 
be GST receipts, where the supplier is registered for NZGST. i.e. they 
must have a GST number on them.  

Overseas expenses and some NZ companies, e.g. not for profit, are not 
registered for GST.  In this case ensure that staff un-ticks the GST box to 
match the invoice. (Payroll can do this if it is missed.) 

 

 

 

 
 

 

New staff, change of approver and changes to staff entitlements (e.g. 
resignations, employment status, team or job size/FTE changes) must 
be entered into the CME App.  Delegations can be set up for cover and 
replacements. 

Fill in the excel sheet on the district CME App internet page and email 

with the relevant info to the Query email below. 

 
 
Operations /Service Manager: Issues with & changes to : CME/CPD balances and 
entitlements. 
Email—issues, training and new staff set-up: 
 Waitematā email: CMEQueries@waitematadhb.govt.nz  
 Te Tai Tokerau email: NL-SMOCME@TeWhatuOra.govt.nz  
District Intranet page: for guides and videos 
Relevant documents: 
 Collective Agreements (CA) 
 SMO Continuing Medical Education/  Nurse Practitioner CPD Policies  
 Work-Related Expenses Policy 
 Travel Policy 
 CME FAQ  
 App Guides/videos 

App trouble-shooting, help  and reference materials 

Sign in / out 

Amending forms and query function 

Tax 

S M O  C M E  O n l in e  A p p  A p p r o v e r s  G u i d e  

Adding staff and changing staff details. 

SMO CME & NP CPD Overview 

 CME / CPD entitlements are as per the relevant CA.  

 Full entitlement is given as of 1st July each year, subject to cap 

balance. (1st year  pro-rata start date to 1st July.)  

 CME/CPD entitlements are for items and events that fall within 

the boundary of  education expenses for the individual staff mem-
ber only. As such, fees for professional bodies and tools to do 

their job are deemed work related expenses and cannot be 

claimed here.  

 It is expected that costs will be reasonable, within policy limits 

where defined, and claimed within 12 months of expense.  

 All claims require suitable receipts, or invoices and proof of    

payment and any currency exchange rate attached. 

 Approved claim forms will automatically flow through to    

payroll for processing, SMO Requests do not go to payroll. 

 SMO CME max is $16,000 and 10 days per year. This is pro-rata 

to FTE and alternate employment, and can be accrued over three 

or five years with a plan. 

 SMO CME conference leave, IT and equipment items all require a       
pre-approval request process prior to purchase / attending 

course. There is a clinical, and a business sign off requirement   
for these items. Where as SMO course and conference expenses 

do not need a pre-approval request, and only a business approval.  

 SMO CME Leave must be requested online through the App.  

 Waitematā NP CPD is $5,000/yr accrued over 3 years, not linked 

to FTE . 

 NP course expenses must be made through the online app and 

follow the district travel policy pre-approval process. NP Con-

ference leave is applied for via timecards. 

SMO CME & NP CPD      

Approvers Guide  

https://onlineforms-northernregion.flink.co.nz/#/CME/Dashboard
https://onlineforms-northernregion.flink.co.nz/#/CME/ApproverDashboard
https://onlineforms-northernregion.flink.co.nz/#/CME/ApproverDashboard
https://www.tewhatuora.govt.nz/for-health-professionals/webmail-and-applications
https://www.tewhatuora.govt.nz/for-health-professionals/webmail-and-applications
mailto:CMEQueries@waitematadhb.govt.nz
mailto:NL-SMOCME@TeWhatuOra.govt.nz


Dashboard Approver actions — what you need to do Notifications 

This is the approver home screen for the CME/CPD 
online Apps. Here you can see applications waiting for 
approval, view history, see the status, who it is from and 
whom it is waiting on to action. If there is nothing to approve, it 
will tell you.  

Clicking on the 
form name will 
open the form 
for review. Click 
on Next / Prev to 
move between 
pages.                         

Clicking on the 
home icon will 
take you back to 
the dashboard.  

You can filter by form type, submitter and who the 
form is waiting on. Click the blank line on the top of 
the filter dropdown list to remove that filter, or click 
reset filters to remove all.  

You can sort forms by a column by clicking on the A-
Z button for that column.  

Clicking on the Toggle button will move you between 
the 2 pages: Current Approvals (forms you need to action) and 
Historic Forms (done ones).  

Historic forms will stay in the list until 
they fall off the bottom (once approx. 
1000 forms are listed) or until the submitter cancels or deletes 
the form.  

 

Note: It is recommended to use the Approver App for doing 
your approvals, rather than individual emails so you will not 
miss anything you need to action. Also it allows you to schedule 
your approval times rather than any time an email comes in. 

S M O  C M E  O n l in e  A p p  

• Approve – says the application has been checked and is OK. 
Moves to the next step in the workflow. CME Coordinators are 
approving to say they have checked the form is correctly filled in 
and has the required attachments. Operations / General 
Managers have the final approval delegation. 

• Decline – returns to the SMO. They can edit and resubmit.  

• Delegate – to someone else to approve instead of you. E.g. 
CMO if a very expensive laptop.  

• Query – to ask a question of someone or tell SMO they are 
missing something e.g. add a receipt or hours/dates for leave 
wrong. They can then correct the form and resubmit back to that 
person.  

 
 

You may need to edit a workflow approver if someone has left or 
is on leave. You choose an option based on the role and not the 
person. These are set in the app. To add an approver to this list  
mail CME Queries with name and role. 

Click on the “…”  to the far right of the Approval Workflow box 
and Change this approver. Choose the person and comment why 
change is occurring, then OK. 

A p p r o v e r s  P o c k e t  G u id e  

Click on the form name on the dashboard to open it (or open the form 
by clicking on the Open Form Button on the email then review.) 

• Check form is filled in correctly and submitter has balance for this 
claim/request. 

• SMO IT equipment—within policy guidelines of 1 claim /24 mths for 
phone/tablet/computer/laptop. On the correct form and emolu-
ment added. 

• Claims are of a reasonable amount, within policies and in NZD. 

• GST—claimed as appropriate, box un-ticked if no GST receipt. 

• Leave hours and dates recorded. 

• Attachments present. Claims need: receipts or, invoices 
and proof of payment; proof of currency exchange. 

• The paperclip in the details page shows number of 
attachments added. Clicking on this will open the 
attachment screen, click on attachment to open and 
view it. 

• Summary—is there balance for this claim/request? 

• Approval workflow— is this correct and review any comments. 

• Click on your decision 
and make a comment if 
required. 

• Approval workflow will 
show Waiting for the 
current approver. The 
speech bubbles show any 
comments  made.  

• Clicking on the Approv-
al Log will show the form 
timeline and comments. 

• Someone may appear 
>1 time in the approver 
workflow if a form was 
queried to them by an 
approver or payroll. 

• Other approvers e.g. 
CMO, will automatically 
appear in the workflow 
under certain criteria 
requiring their sign off. 

You will receive email notification of forms that need your ap-
proval. Emails will come from the system—CME Automation. The 
title of the form will tell you if it is a Query, Delegation or Ap-
proval.  

You can click on the Open Form button to open that particular 
form. Alternately (recommended) sign into the Approver 
App and action all forms on the dashboard. This way you 
will not miss any and can schedule your approval time. 

The email will have a complete summary of the form, who, what 
it is for, amount and Approval History showing any comments.  

 

Approver decisions  

Editing workflows 

 

 


